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B, 1-B3
MBIBCT 3 Ve of Ageney motar pool farilities

HEFERENCE 2 CIA Wotiee No- [ | 32 mareh 2952 25X1A

L, Presant Agenoy policy ond procedures with respeat to the
2aa of Agenoy vahioles and chauffer perecuncl hawe basm reviasd
in the interosts of econamy and efficionay,

2, Bareafter, il O roquests for Agenoy Motor-Pool Pficilitie
‘ ~Poo) ficiidities
will be scomdinated by the fapply end Servicses Secticnm, &xpg;m“:% State,
and Bhe follawring irdividvals ere hareby appointed as indicated te
Tedeive and preaess such rocucess:

Prineinal Cffiper

| | 25X1A9a
M‘lltemate | 25X1A9a
Mossrs, | |ame 1esoted -
gt - D, e in Room 1308, 1 Building,
25X1A

BATIEEN BATRD
Direishor of Trainipe

WOF WD Fde e T TRE TR W RO D
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OFFICL OF THAINING
- NOTICE . : ,
[0. 2-82 1L Apeil 1e52
SUBJECT ¢ Parking permits
RECISION: TR(C) Bullotin No. 13, dated: 30 November 1951.
1, Effective 21 April 1952, a reallosation of OTR parkins spaces will
be made and ull existing assignments cemceled as of that date. New permits
will bs issued for the following areas:.

lotor Pool Building 14 "% Bdlding
Aleott Hall .uarsers WI | |  25X1A

2, Priority assignmente will be mide for official vehicl:s ani private
cars used for offieial business, The remaining spaces will be allo:ated %o
car pools of CTR personnel on the basis:of the number of perscrz in the pool,

3. All requests for parking spaces should be forwarded tc the Adminise
trative Officer, OTR, Room 1301, "IM Building, not later tham 15 April 1952,
If anyone antieipates not meeting this deadline, he should telsphons Mr,
25X1A9a | |extension 8270, by 16 April 1952, Requests for spaces for
ofTic vehicles, or private ears used for offieial business, aust bear the
endorscment of the Division Chief concerned. Each recuest for a carepeol

space nmust list the names of all members comprising the pool togzether with
the make, year, and license numbsr of each car in the pool.

25X1A

MATTHEN BATRD
Director of Training

DISTRIBUTION: All OTR personnel

RESTRICTESD
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,mth iafornntion

OFF.CE OF TRAINIRG

1% April 1952
SAJEET:  Seewrity Offieqr, OIR

ZiCISI0Ns  TRD Admdndstrative Instrustion No. 10-3,
dated 9 February 1951.

| 1. Effective this date, Mr.|
siministrative Officer, OTR, is appo;xated Security Ot"fal.@er
iur the Offiee of Training.

25X1A%9a

25X1A

MATTHEW BAIRD
Director of Training

Distribution: ALL OTR PERSONNEL

R=B-0-1-8-1-C-1-E-R
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Security Information

OFFICE OF TRAINING

W6

MO ges2 o ' 15 ﬁpﬁ'ﬁil‘?ﬁzl

CBUBIEY . s R@smm;wﬁ@m for purchase items frcm Figosl Your 1952 Funde,

REFEIINUE:  CI4 Fotdos ] 9 Aprdl 1952

Ao In ovderto allow saffielens time for completion of porchoge
astlons by the Frocwremsnt and Swpply Office, sll refusste Sev wrticles
1o be puveheped with Dupds sllosatesd for Fiseal Year 3952 migt ba _
subsltted o the Supply & Services Section, Support Staff, in sccopderse
@ith the following desdiines: ' -

TYPE OF PURCHASH DELDLING

Heopeste requizing eonlreat sction | Clogaified = 18 April 1952
' _ Unelessified = 25 April 1952

Artinles and porvices other than

Depaxtmont, of Defense Ltems and /

sortyactind services ' : = 23 Mey 1952

. 2o Imergemsy requests will te prowsssed after the dotes dndleated
above only wpon Justification that the need aould not beve boon sntioi-
patod hy the sstablished deadline, Requests whieh swre dleepproved at
thio time will be returned teo the raguesting offiee for reconsideration
after 1 July 1952, C '

MATTHEW BATES
- Vhreater of Trefndmg -

Plotributions DD/TR(m}
' UO/TRIG ) ,
Al Diwhelon, Bransh, srd Section Chiefs

BE-8T-R-IG-T-E-D
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- . CFF N OF TRAXNING

0 Aprdl 1352

SOJECT « Red Cross and Ordppled Childrven Drivas
25X1A

i VEHERCEs  CIA Notdces]| |

Ao Report resently raceivad indicates the resuiis of
rbributions to the Xed Cress and Crippled Children drives
um employess of the Offise of Training o be wall in
wregen of the 1951 driva.

2. Sush practiosl evidenca of charity and sinmerity
o toss in aeed ia greetly spprecisted and most hearteninw.

3o This opportunily ip taken to express sinvere thanks
el {y;)mgxe Lhon to all thoee who contributsd, amd in parti-
& to Lhosa volunteers »espunsible for the sucress,

MATTHEW 3AIRD
birestor of Training

Boatribedions  ALL OTR PERSCNNSL o

B-E-Gltel=C<T=E2-D
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J —with peracmnol pmblernim;n&mg ; tmp?go

f Rwerd@x i

NOTICE . 28 aoetl 1952
NQ. 6:;2 ’IMS) T T S S RER 1T P ] 1952‘ |
; oo b IR A ! | !

‘ ’

.SBBMs m@s) PW)NTELBO%RD |

i I TRUE IR SN IR
m@mw 1 my 1952 o Personnel Board will ba estabiished

in TR((SD @@m@ae@ oir h aMIw![mg ifmwimalq I |

i Mmy ﬂim@t@r of TnTlnitn; (spa@m% cm?m -
Aas%atyurt %aﬁmy mm@r oﬁ‘ Tx?ixmsﬁ (Spwial) |
One TR(S) Seaff C Twmb@rah&p to bo sotatod
#8 ‘ Sta-f | Cﬂiefagm 8 aixwmnths ?aaig)
Jiytoton Chies, (nesbership so be rotated
« m‘#ﬂﬁ Chi?x?a opi a sifcemnmr, basia )

(if : «zar, O/Tri (( lma ag iﬁ.e@@;@?) ‘
‘ fmT'fk@”!' @f “T’-ﬁ?ﬁmull}»*&oa - l ‘
and star 18], Constear promoiton resommendations meiwd from dvisien
RS L 1

L (b) Dwe;Lop polinies ard initiate action in @onne@&i@m with 5o
z B RE N A UL R R |
(e) A@t in gn advi,sp @m@i to DD, mJL (S
peraoxmél p@lmim mnf fmbl@mg i ,, tya /ER(S) ; ‘n tate T 8
- fd) sza@m vith Divisien and/or Brench Chi@ta in @@mmmm

b " | EETR |
ah promotipn mmm@aﬁm will be amdors@@l fav@mhly or
by the Diylelom or Stafls cm@r conserned apd forwarded %o the

!

IR sl A N § :
m Bom i1l be couvenad onsce each month by the Resord
Hiil h@;d gpeciel mostings uhen r— Ne0essary gy D%R(S)sag%gimﬁr &

‘ ',mtgm o be popsidsred by the Board should be brought to the atienmticn

28 grpropriate Staff or Divisian Chief for submission to the Recorces
i!)fcm Bo?rd mﬁmbers of the ﬁme and place of meetings. ’

' | ‘ 25X1A

¢ Efectat) (
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NOTICE
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Courler Service

et

taforcation

OFFICE OF TR&INING

< Mey 1932

1. 7The following ecurier scheduie will be e/fective imn.eﬂiaﬁs@ly [LONL

the vevrioug badldimgs ocewpied by OTR::
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= Room 115, North Buliding

= Shuttle from Herth Building
to "I* Building

= Room 1301, "I* Bullding
Room 1024, "I' Bullding
Room 2126, "I# Buildi

= Room 17, Building

= Roon 1553 Builé!

= Wing A, senond floor, Alcott el

= Roowm 200, R & & Building

~ Room 209.«, R & & Building

- Room 105, R & & Building

= Room JO6, R & S Building

= Room 2326, Querters "I

i m lmls "I‘“BMM&%
Rootn 2024. "I¥ Building
Room 2126. "I¥ Bydlidi

= Roem 17, Buildiag

= Wing A, vecond floor, Alsott Held

- Room 200, R & S Building
~ Room 209 R & S Building
= Room 305. K & 3 Building

2RSLRICLED
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CEFIGE OF TRAIWING MOTICE nUe 8~52¢ : 2 ‘May 1952
o e o= o= e s oo Room 106, R & 5 Building
coa e om oo = = Hoom 2326, Guscters I
- o om e = =« Shutile fo Borth Bullding
e mmowoswe Hoom 7, Adninistratiom Builiding
e & s mm e oo focm 117, Central Building
s e w2 == == Room 107, North Bulldipg
S e m o= ooom e Room 115, North Bullding

Soanttle to ¥i® Building

i

demrn be fogn Mo, ML Bulidine

. ALl materiszis to be pleked wvp by she Ciurier should ds ready for
bim wpou arrivel at his designeiec «tops,

4. The Sowpdsy wdll not meXe clstribution withir = bmiiding. nor w11
it wm@ m spy apeeial dufier dirdn;: the course of his scheduled run. 411
veguasts for special delivery service, or the transporting of heavy or bulky

sypbioles wilil he made to w.he Chief, ..upp\y and sewv‘jma Bection, extension 82%(.

7

z‘
Y __ WATTEGW BAIRD
7 Director of Training

Heteibuvions ALL OTR PSROORNEL
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“er®
Wi B o83
SEERIEET v Imprest Siamo Aesgant
25X1A HEFERANGR:  GTA iemylat o | |

1. Tm accordanas witn w43 subjest reguletion, an impvest
stamp acecunt han been estabiished 1r OTR for hanmdiing offisial
sorrespondense expeditiously asd sexzely,

2. 8 7The adnfnistrative control of this acssumt will be
the responsibdility of the Administretive Offiser, QIR

b, Various sub-ngvounts wiil be established throughoul

: @~ Reguests for the estabifshment of nich sub-asccunta,
sentaining adeguate justificatiom, wfll be mubai ted to the
Adninisteative Officer, OTR, for spproval.,

25X1A9a 3. Mro| } Room 1308, "I" Bulliing, Ext. 3736,
mmmpoAMmMustum&mihmibk
to the Chief, Central Mail Room for sil stemps :ssued to (IR

25X1A peraomnel in acscordance with CIA Recvlstdos |

o Sub-essount custodiane will be appointe) the Alminis-
trative Officer, OTR, They will be responsible %b{h OTR oustodiay
for all stamps issusd from thefir sub-asoomts. ‘‘hey are also
responsible for the meintensrse of resords apd tis establiskment of
m,w.m to imswre that ol staspe issuad are ‘wed for officiai

e B ‘

5o ALl peracns requssting atazps frvm any lesigmted oustodian
vill be reynired to oomplete Pretsge Slips, Form No. 35-11.

MAT HEW BATID
Dilee stor of Training
Distribution: ALL OYR PERSCKYE,
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- swROT
Security Taformation
OFFICE of . TRATITIG

w s

e
?,Jum 1962

, .

SUDJECT 1 Personml Aaaigmenta

' : - de The follou:l.ng parsonnsl assigm:ents have been mads
N ; affectiva as of the dat.es indicated:

. 25Xth9a trs. [

[ = Ixcting Chief,, Administrative ' 25X1A
By ) 8 | effective _
# 25X1A9a S ey 1952 vice urd 1 25X1A9a
' ' ' [ ] transferred.
25X1A9a | 25X1A
Lro | = Chief, | — 1 25X1A
3 | | i ATl
. 1952 vice iro . 25X1A9a
transferred.
é5X1’Aga - Cole | | = hssirned to Support Steff to
' perform specisl lialson duties
) in connection with the support 25X1A
= Foctive 21 oy 195 25X1A
§ [ effactive 21 lay 19520
25X1A
Deputy Direstor, Training (Special)
Distribution: ALL TR(S} PERSOIML S
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25X1A9a R

| Buprprt Sﬁg:}?;? wﬁ.@'{cﬁs .| |

B e - - 25X1A

HATTHER BATRD \
' Tireagtor of Tralalrs
T phefrivetiens ARL OXR Persawel |
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B e e Lo T pep——

|= Acting Chief Asaesamsnt
- Jvaluation D:’l and

25X1A9a

. 25X1A%a

RN : - ’ 25X1A9a

[ Is chies, ReaeamhandVahuu jon
g . e Dranch.

o

25X1A

o : Deputy Divector, Traiding (Spacial) Z

Distribution: ALL TR(S) ZRSOUTCL
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Sefir Ll B

e A T

sHeouy ity Infoormetion

WOTICE 30 dJuly 52
NO. 13-52
SUBJECT:  New Services of ‘:‘:ha| |‘I‘AB, w0 guppori tha
: Courses of Imstruet.cn
1, PURPOSE

a. 'This memorsndun ontlines two 2dditional services cf the
Library seutions

(1) A Guide %o Current Articles Jertinent tn the Trainine
Frograp
(2) A Bibliograpnie Service
b.

The parposs of those uervices is %o aid a1l instm ctors
iy expedlting the zelection of reading meterial through screaning. and
uy eeslsting in the preraraiion of bihiiographies,

¢, The necd for a QUIDE rwd v Bitliopraphicel Servize avrisss
feom the volume of material recelv «d at the Tenining Libtrary.
Spproximately 600 issuss ar: mzel ed =ach moath, Of this total, mewa
thar 100 are reporis issued by govomnuent agencies and 120 s brade
periodieals, At tha ©. T, ., 'anin Likary there are addiiiomal pericitizal:
awd a very large mmber of :lansif ~d coeuwnsn’ i, which eontain artielos
of varying importanes %o the ecurs s o~ inatraction, Faeh instructor
would spend an excessivs amans, of vl 1f 26 vere to search thase
yublications to selest artislon of trad ning insrest.,

2, NEW SERVICES

a. The following new ser’ices are proposed to provide a partial
srlution to the abuve problem:

(1) & sumary of the nore imporient artisles in a
publieation titleds . GU.DE %O CURREFY ARTICLES PERTINENT 10
THE TRATIYNG FOOGRE M,

skl BT
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Wy,
* "'”‘W‘

25X1A -



é

25X1A

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0

SI G

RN ]

a, Tha functions of tw® GUIDE will be to screen
puhlicatione ané Lo selcet artielss within the linits of ihs
program ¢f Instruetion owiline, Brisf, decriptive summerio.
of thesge articles will be presented in a mimeogbaphed ZULLS,

which will te dieirituted every two weeks to those persca:

concerned, o atbempt wi'l be made to digest or evaluite tne
original article. The mupose of deseripticn will be to iraw

 the lnstruetor®s sttendion to the original articlc whish iy

be obtained feom the Lila« ry in Noom 155, Builldin

b, An outline of suggusted subject headings to be used :a
selecting material for the QUIDE is chown by Attachmen: "4Y,
Instructors ure roguested to revise this 1iet to more ulssiy
emphasize thoele vm needs; to develop individual gulde-socutlincs
and forward them o the Librrrian, Room 155, Buildin% e
congult with the “dbrarlar or Referenee Librarian, It wil. o
helpful if medifications v Attachment "A% are forwarded ts ile
Librarian by 1€ &1y 1952,

¢. It is anticipated ‘hat the first issue of the GUIPE will
bs distributed 1 ‘lupust 1052, °

2, Bibhliogra:liiv Serviee.

a, This survise furt?ers the effort io aid the ifastructusrs
in selecting :mterial efticiently by compiling lists of vec ding
materials on :poe’fic svhisets, Two types of bibliographies
will be compiled: (1) genorel bibliogrsphies which are
couprehenalve, un:valuate? reading lists om limited subject::
(2) special hlMliographi:s wiieh are eriiical, annotated, dice
erimineting werkirgy lists, These serviess will be provided
only upon the advice, and ut the request, of the iuzstrucicr.

b, Attachuent 'B" provides an exazple of the mathod widr
will be used o erzble tie instructors to make specifie recci—
merdations for bitiiopraplie sarvice, If bibliographies are
requested, please -onsult <hs Librarian or the Reforence
Litrarian, extensi n 509 Hr 3038, or serd the completed foxu
to Room 155, building[ |

25X1A

25X1A

25X1A

MATTHR BAIRD
Director of Traini: g

Cighrd ations  OTR Staf Iropaoired - and Instructores

YRy A
PELTE
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LEGRED
Semur: Ar Jaforvatlon

ACTACKMENT B
CHECKY. ST FOR PHEPARAT [ON OF BIHLICGRAPHY

The purpose of this cheaklist i3 %o szible the imstructor o define oleesly

the naterial to be included in & biblicgrephy, An exact description of tha
roading material deslired assisic in gelecting the most usaful refersncss,

7.

9.
10,

Name of the course ¢ lmeitruetion or subjest of the bibliography to be
gompiled, o
Nuarber of instructors swd sivdeats. -
Are the persons to use the recding raterial college gradunies, vnded=
graduates; or persons with previeus study and experience ir thalx
aubjeota?
Is this request for oniy & single bibllography % bs sutmitted by o
eerta%n date, or for bibllograpiier tc be complled on a continuing
basls
Wnat is the highest cluaseifisetion ¢f the refercnces which can be used?
Are there any other secwmdty facters to he conaziderei, such as books with
1o identifying mavks, or with "B ({ffisisls Only," eta, —
a) Is it sufficlent %o 1lis% ony the author, title, date, publisber and
pages of the reference™ :
b) Is it necessary %o abstract. describe or give a eritical evaluation of
the reference? ‘
Is it preferable %o list references in a desired working order, 1.e.,
alrhabetieal, chronoioslers, or by subjest? )
Is surrent material desired, or material published within receut years;
or are there no time I uditutions?
Are the publications to be in Engiisn? JIf not, what other languages? ___

(five a list of subjects t¢ ba wied as a guide in selecting
refarences, '

SECRET
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SEGET
i -

&t the same timo also transditing the ixforma:ion % ths Assisiegt
Divector for Spsolsl Oparations,

[esgnd/

WALTER B. SMITH

2, All personnel of OFR will edhare to the pravisiome of this
quoted memcrandum,

25X1A

MATTH{ BATRD
Dirweior of Tesining

Distritmtion: ALY, QTR FERSCHNEL

CECERT
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HOTIOKE
NO: 15"'52 m(s)

27 imguat 1952

E

| |
SUBJECY: Hemranla *}g Hhe ij'd,

| .

1.  The Weekly tivity Beraots shich aze sulmitield Ly S =52
end Diviston Chiefs $o previdae §iic ¢ffMze with o brie?, suoslnad
reverd of the sstivifles cayrizd out within M(3; do mat, kmwwrvar,
complefisly mast the tequirerent e estabdlishing sn hlsterizal
f1le which shwould ii¢luds o recg d of staff plamning, vessereh,
and dincuselon relsilog o iks dwvolepent of TR(S) setivities.
1t e, therefore, Jigpirzi thst $ia7f and Diviceten Chiefs oraopare
brief nemorends for the sexed ;mm:‘z.amm all sigificent ipime
views, briefipgs, drbrielfings, 3ia’f meeblages and diseueelcnd.
One copy to be forvapded to the of?iee of UD/TR(5! fopr imslusicz
in an historical filg.: :

of reducing She nevapeity for [4ugihy verial resorilng by gtalt
end divieion reproe:ptetives, upd #AL1 pravide thie cifive with o
more complete basle for supervifing cairent activities. ,

2. Such Rewdr ‘Eu for the imwm will aleo mam ths parpsze

25X1A

oo

Do mt” Direator o¢f Treluing \Speaisl) .f;

LY

-~

Matrltmsion: aLL JRAF AKD L}a’i‘}:ﬂ% GELYPS, {3}

T
=
<
3
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G ',35 SEPS’“*‘"E"Z%Z—
 end Exposed Classieied Tnformetion

! it
% Tk

ST 1o OF late theye hag been an incressing tendonsy to leuve
S . off'ices opsm and ubguardsd while safos ere urlogied and/op ‘
S claseified information ,?xpcaado e

2. CIA Reguletion Mumbey[  pago 16, P {3}, expliciily o i

i

.

 ¥hich are uncccupled, Therefowe, it is incwbent upon all ypeyson o
%m@wmmmﬁuono ) @ : *pOiﬁ _ i 0,

3, It ie cuphasised that sll Supervisors sve responsitle fo
- making frequant inspsetions of their nasipgned ersas in opdos 1o
~aseartain that proper sseurity is boing meintaired st all ¢imss,

o 1inss the sceurity precsutions what zuwt be follswed copesiing T ooms

k
T

ARG

 MATIMEA ©
Divestor of T

. Distribution: ALL OIR FERSONNEL

y

rmation -

25X1A
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Security: ticn

OFFICE OF TRAINING

NOTI(A ' 8
RO, .7~52 : . 25 Septer it 1857

SUECT: Leave Schedule, Balence of 1952

1, In secordance with the policy established in CXA F..u:o
25X1A and in view of tie resent restrietions plased upon ' &
7 ation of anmml lsave, employees ahould ven ever’
opportunity to use leave vould othervise forfeit under in
provisions of the new lav, In this reepsct employees are w. 1af %€ o5xqp
faniliarise vop with CIA Notiee s0 et they -3
how they are affs by the mejor of %his law,

2, In order to assure individuels an opportunity to un: ruek
lsave and to insdre adagquats staffing during the Holiday pe. luiug -
leave schodule «ibracing the months of Ostober, Nyvexber, I«iistder
1952 and Jammry 1953, with specia) emphasis on tie Thanksp iisg ¢uf
Christzas holiday seasons, will bs prepared by all OTR Divi:ior avd
Staff Chiefs for their respgotive units pricr to 15 Cetober 1912,

A copy of each sgheduls shold be direeted to the rezpeetiv: Tupuly
Directors of Trafuing and the Chief, Support Staff foe infoiuifier.

3. leave sghedules will show the individuml's mame, cigiiizt: 1Rl
» the dstes on vhich leave iz requested, and the sicunt «f
ecourulated leave, Whera passidle, couflists will bte resol:wd at la
Division level oy belew, and in this respect Chiefs of Diviiious <u
Staffs are respossible for mintsining an adequates staff at s)l &l i,

23X1A

LB
. MATTHES ZAILD
Direstor of Truinirg

Distributions ALL OTR PERSONNEL

|
‘ §
| b
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RESTRICTED
Security Infomation
(FFICE OF TRAINING
NOTICE .
NO, 1852 . #) Septembax 1952
SUBJECT : Parking Permite |

RECISIMN: OTR Notice No. 2-52, deted 11 April 1952
l. Effective 7 Ociover 1952, all OIR parking poermits will be re-

agsigned. All existing psrmits will be picked up and reissusd by the
[ | Suppoxt 3taff, on 6 October 19382, 25X1A

2. Priority assigmments will be mede for official vehicles and
private cars used for cofficial business. The vemaining spaces will be
allosated to car pools of CIR pewsonmsl cn the basia of Yhe number of
perscens in the pool.

3. All recuests for parking permits shoulid be forwurded to the
Chief, | | nat later than 2 Oetober 1952, I? 25X1A
anyone anticipatos not mesiing thias deadline, he should ¢elephone
Mré L extznsion 8270, befors the ¢lose ¢ husiness on
2 ober o squesis for permits for of'icial wehiclas, or private
cars used for official businsss, must bear the endorsement of the
Division Chief concerned. ZHach request for & cérepool puemit must List

the names of all membsrs comprising the pool together with the makse.
year, and licenss numbey of sach car in the pool.

25X1A%9a

L ]

HATTHEY SAIRD
Mroctor of Training

DISTRIBUTION: All OTR persoumel

RESTRICTED
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Seourity Iaformation

CrPICE OF: TRAINING

ROUTICE
NO., 19-52 6 Oetober 1952

SUBJECT: FPersennel Assignment

25X1A9a
1, Effsctive this cate :Mr.| | s appointed
Chief, Support Steff vice Mr, | | trensferred, 25X1A9a
2, Effective this date 1w |is relieved 25X1A9a
of his duties as Assistart Daputy Director of Training (Specisl).
25X1A

MATTHEW BAIRD
Director of Training

Distribut.ionx ALL OTR PERSOMHEL .

U O tlFodeDoFol =Tl f=L
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BUTICE
8O, 204z .46 Ostobe 19%2

SUBIEGY:  Dearzmumd & Plaepl Bl

1. I is PRed Poatle tlie apaln and &1l 0ffices of the
Agency have been emllad upor ‘o lend finanaial aid %o the
splendid work of ihe Comoapiitr “heant Fmraticn,.

2, HWe rsoomiss “het dan ds pay de forthsoming from -
Mayyiand, Viwginin, - any even irisons, but es Washingtonians,
tempoyary or perakanay, v in tio Uifiss of Teaining should be
iatevestied iun the someud &7 wd Tare of this ares and should make
svery effort to asiivi thile wmeihy ehariiy,

25X1A9a 3. M| . | oo 1314, Eye Building,
extension 3001, e mun dendented ap "Keyran® for this progren
for OTR, A1l ocatrdoutions ms imuir&m coneerning this progmm
should be direetud to ¥p. ke

25X1A

HMRTTHES BAIRD
Director of Tyraining

mﬂmmiﬁkii AL LW PREBCHE

Ris FiL TEy
ST = A
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0o et

“gawrliany inlwmeiion

QTR OF CwIRTHG

é%f%*""‘ W P Hevoubse 19SP

SHREETY Papacramt fasigsent

Lo Efgentive Lhis dsta, My | | 54

pppulatet Aserstam Doty Direetor of Training (Spaaiel’.

FEN
T % F T
Aplag

Avh v oy aad

Pistyributions 431 IR Peraoppel
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ST
Security Informetion

QFFICE OF TRADNING

NOTICE
N), 2352 2 Dessmbar 1952

SUBJECT: Fersonnel Evalustions Repor:s

1o The Personnel Rvaluations Of7fcer, OTR hos reported that the
Evajuation Reports are no’ baing retwwned proaptly in sgeordense with
the suspense dates sstobiished for sash repoxt.. Sinse OTR i a eo ,
sponger of the Agensy Carear Sexvise Program of whish thess reports
&re a part; this offics nust set an e:ample in somplying with the
provisions of the Progrem. Supervisors srs aereby directel, thepre-
fore, to return Personncl Evaivation Reporis prooptly or to Justify
any unavoidable delay ir returnirg the complated reports.

2. 1% should be puinted out that acmpleted Parsormel Evaluation
Report.a become a persoral ee well as o clessified dosument ard must be
hendled ascordingly, Completod reporis wiil be tyausmitted in s sealed
anvelope stamped "Eyes Only."

25X1A

MATTHEW BAIRD
Direstor of Training

DISTRIBUTIONy All OTR Seation, Branch, Division, and Staff Chiefs
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.

OFFICE OF TRAINING

NOTICE
FO. 24=52 , 2 Decamber 1952

SUBJECT: - Pevsonnsl Information

CIA Hotioes

1. The Personnsl Officer, OIR,is responsible for meindenanse of
a ocurrent offise personnel infomtion file as outnmd in referensed

CIt Reguiation.

- 2 In view of the vew change in telephone iistings throughout the
Weshington Area, it is requested that all Division snd Staff Chiefs in
OIR prepare a cuwrrent listing of all persomnel under their supsrvision
glving the following infomtionx

Neme Home address phone Office room Office telsphons
3. The aforomsntioned Jietinge will be sulmitted in triplivate so

es to arrive at the office of the Chief, Support Staff, not later than
30 December 1952, These listinge will be used to bring personmel infor-

ﬁgm cerds up to date as vell es for compilirg new OTR telephone dimes-
Qso

MATTHEW BAIRD
Director of Training

DISTRIBUTIONs ALl OFR Staff apd Division Chiefe

BESTRICTED

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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womce
S N0 25-52 TR(o) | :
z;“?SUBJst m(s) Promoticn Pam:.

| ’RESCISoIONz NOTICE 6=52 TR{S), subjeot “’ER(S) Persoamal erd" dawd'
: 2& Aprdl 1952, S

Approved For Releaie 200}2&15/02 CIA RDP5 _

3mrﬂ-5’ Iﬂf“”mﬂ’m

© rce ‘F m

. 10 Effoutive 15 Nmn&er 1952 the m.rectox- of 'I‘raini.ng provad T
the establishment of & Promotion Pancl in the Office of Training (Speciel).
The Panel will be ocomposed of five memboers, The Assistent Deputy Dirsctor

of Training (Special) is designated as Chairman of the Panel, The four:

additional members will be selected by DD/TR(S) from staff, divioion
and breach:chiefs within TR(S), on a rotating besis, = _

"2, The funstim of the Panel is to serve in an a.dvisory eapacit,;r
to the Doputy Director of Treining (Special) and the Career Service

- Board, OTR, with respect to all TR(S) premotion racommsndations through

»  Abtachment
'Distrj.bntim- AL Sta.ff, Divisian aml Branch Chiei's, m(s)

grade GSwl2. .
36 The TR(S) Prometion thwl will be convened at 1100 hours m

the third ilednesday of each month in order that the action of the Pansl
- may be given consideration by the OIR Career Service Board which meets
o the first woridng day of each menth., Specisl moetings of ths Pemd.
~whll be convened ab the request of the Cheirman.

4 Recosmendaticas fer the promotien of TR(S) permnnel shouid

" be submitbed throuvgh orgenizational chsanels to the Chairmen of the

TR(S) Promnpticn Panel, on or bafere the Friday precsding the third
Wiednesdsy. of the month in order to provide the msmbers of the Panel an
epportunity to roview the rocummsndations in advansa of the regnlarly
achedule;d meebting,

5. Recomwandations for premptieon of TR(S) personhel to grade GS=13
and shove will be cubmitted to the Deputy Diresteor of Training (Spacial)
and not ¢ the cmimm ef the Th(S) Promoticn Pensl,

6. The mmw;aying formet will be followsd: by all snpe:visom
in sz&xnitt:!.ng reconmendations for promstien of 'm(s) persoanel,

Deguty Director of Training (Specm)

Approved For Releéée 2002/05/02 : CIA-RDP56-00403A000100040014-0
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" ~'!5.1'.1@ o Poas.t:s.mx o

‘Date of Last Prmuem [ B
ot sadmans 00
_ Grade to t‘lhich Pmﬁ.m is Roaomwndad-

IA RDP56 oo4o3A0001006

Present. Gmdot (m:.uding ingrwa stQp prmmtima)

Ew Da’m GIAz

Imlicat@ Offies, Div:l.aion, ED Gmde, Positicns Held:

_ m Date m(s):

" Indicete assignments hsld in ‘m(ﬁ), and manner of performence
in pre__vim asal gnmsnts, 12 imomn:

Brief Deseriptica of Duties in Preseat Assignments

Bﬂe@ st.a%,mmt of. umer of Performance and Tin'se in Present
Assignments

CIA Treining Received and Training Evalustion by Courss, if applicable:

Indlcate Grewth Patmti&l in TR(S), and/or the clandestine services:

Any other cmsideratidmz_ "

Signatures : ; Title of Supervisor:

P S GEy R W S AN Ml W MO0 MD OFE G BIS WES MR WD D W GNP N i “ue VIR WD GA3 WU R Gk e W S e OB

7.5TAFE’ OR DIVISION CHIEF ENDORSING RECOMMENDATIONS

1o

2,

Concurrence ar Disseating Comments

Pmmt T/0 Positicn Number of Person Recommonded for Pramtims

'1‘/0 Poaitim Nmber and Grade Lo whieh Persm is Recmnﬁnd

£ mire S0 i v -
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HQTIGE
-"Z‘Iﬁ)a 36"‘53 m(a} x

| GUBIECTs ummum’w h ‘Gfﬁ.m ef Training (ﬁzpaﬁi&l)
0 RESCISSION: TED smmwmw mm 'ﬁ:m dated § mm 1951; |

1

: lq 1m am&ﬂ,mt&m of 't‘.hs 0fciee of Traindag ;sm&m)
Wg@mm by the Deputy Divector for Aduiniebration an &7 &epwm!:v&r
?453452., 4z shong m th@ mmma chm'ha '

ﬁ.. Tha cﬁwa ﬁ.ez zxw xmtﬁa :gs mﬁ‘ the follandng zajor nnihm‘ .

2. Sreining Devehepmont Stacf L .
Thiz staff has bean established bo sencolifete the fusvtions
mzi rasponsibilities formerly planed in dhe Gwmmm ‘Emmiag
Gtaff and the Dwtxﬁm D@wfmg»xm@ Sl

Be A@W@mﬁ md zm&xm Lo SE

Eesmamh m;.i V&J«.datim mmm &’:&r &
formerly undor the Depuby Lor Angow

iy &.m'ww ,..ms.smti@n Bmmm
wont et Svainablione

2. Plane and Pracoams Seall

Toim ad:»afﬁ? susemedn the Plaming 2afT whiech exioted wider
e former erganlsaiien

ég 'g:ﬂwﬂiggmmuxnww %’J& “., ‘*
This divielon hes asgumel tho faumtﬁ.ﬁw apd reospeneibllilies
af the formsr Depuby for Corard Trf 7 and exagivbs of &

severt Tealning Bmmah 3 Spooial Fiu rorch and Spesial
srenoh #lo

. : @, Alpeliaritime Diwdudoo
— " o .wﬁmwxﬁ,ﬁf%&%m
This eiimisﬁ.emia maie wy of sn Aly Teaining I&mwh and n

Hexdtdims Tr *“mvmrlg wsier the ammﬁ,u‘im af t&m
Dsputy Lor Train.ing _ SRR
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.i8 regponsible for the donduc
instruztion formerly und
or.Staff Training, Also the Holding: )
roining Program,; formerly the razponsibility of sputy
Tor Holding ewd Trainivg, has been sasigned to the Basie
Training Mvision, R .

¥

'~ 8. Advanced Tyainiwg Division

. This division has been satablished to combine into ous
operating unit the various dvanecaed specialized ning -
‘eourses formerly undey the supervision of either the Depuly -
for Staff Training or the Deputy foy] | Training,

S

h, Support Starf .
The Support Staif, UI%, srovides all sdministrative
support as well as treining aids end materials fop both the
Offics of Training (Spevial) and the Offiee of Training (Gonwal),

3o Telsphone extensions of the ehiefs of major eamponauﬁﬂ of
TR(S) are: ‘ ' St

Deputy Director of Traindng {Spoeisld ) - ; , 2732
Chief, Training Dovelopment Stare . 8175

Chief, Assessment end Fvoluation Staff =~ - ' 8342
Chief, Plane and Progrems Stafe : 34325

Chief, Proiect Training Diviaion , ' E 278
Alywlizritize Division:
Chiefl, Ay Training Bpa

928

S
Chief, Mapitime Trainine irarph 3006

Chiefy Basie Training L1 v : 3102
Chier, Advaneed Training Uivisies 373

Chiel, Support Staff 2815

,,
?

#

Y de

Divestor of Trﬁiniﬁg

Attachments Organizstiona) chevt of TR(S)

DISTRIBUTION; . :
Staff and Division Chiefs, Di/p
Training Officers, DB/P
Staff and Division Chiofs, IR

S B
| B BaoloaRenFerT.
el .

camdee s : Z
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) . SECRET .
Security Information

Office
Deputy Direstor
{ Beaining(Spacial)

T ——

‘
o oo

e S e e e W O ok

S,
e

- Praining N 5 kﬁsassue t

m“ﬁ.@mnﬁ . . : &
Staff ‘ | Bvaluation

b Stary

Flans &
Steft

g

)

5 « . i
£ f i
4 g & . . ) : . " - B
i Baslc Tralsivs ! Advaneed . Project N
H Divisien Treining - . Praining -
Pl : j - Division : . Divisien | .
£ H H ' S
E H i

- SECRET .
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Ho Bild Tey
e Ty NN W

“Security Information

OMEID R TR IWERG

ROTICE
MO 28432 . C AT Urganber ]G5

BUBJECT s bodider desags

Iy 4s regrst Sabhl: ksl satals Joverrment anti -heversge
pragtiees have poditet gp She depraetiersddity of an UIR
i952 Christass 1»aty, 1 me texe this impersomal rwans,
tharsfore, of g veaving © you gy gratitude for & year of
ilmyw& SUPROXt Al Iust ooty halmmt.g By sipoels vishes thal
you ony bage & besty Chrdolass, ont my balief that ve sbell
ull enjay » sweevasful 193,

25X1A

MATTHEW BAXAD
Birestor of Training

Rebrdbutisn: 00 (R Snplovee s

b VI S Y
[T R S e 4
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LIRS 9T N FRE RS T P VIS SO

OFFLE % TRAININCG

¥TICE
NO. 28-52 TR{®) €2 Dasgambey 195!

SUBJECT: Format %o be Followed in Sybmitting Recommeniations
Promstion

1. Resomwandaiions for tha promotica of TR(G) psrsonnel will
be submitted in seven coples by eppropriste staff and division chiefs
to the Deputy Director of Treining (Oeneral) in seecordance with: the
format ntiached harwdo.

2, This formal has been approved by the Dirsctor of Tradn.ng.

3. The OfZice of Training Usrssr Se:vice Beard will review and
xake final recormendations $2 the Persomncl Office on all promet:io:
regommendationz subwitted by stalf and division chiefs to the Duputy
Dirsctor of Training {Ganeral) .

25X1A%9a

Doputy Direetor of Trainilag (Genexal)

Distribution: ALl TRIG) Staff sd Diviston Chisfs

ABSTHICTRD
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e H%ai% BTG A

MEMORANDUM FOR: Leputy Mirestor of Training (Cene.al)

SUBJECT 1 Peomotion Recomme:idation of {Name} . L b

Grade G5 om0 Orade 35 —

&7

On the basis of the information fermished below, (%t is recommended {'u:

the sucject tndividual be promoted te the grade indicatad,

X,
3

b

5
.60
To
8,
%o
10.

EOD date with ©IA or 3ts antesedints {088, C1a) .
EOD date with TR{G}.
Title of present position,

Date of last promotion.

Time in grade.

Tims in present position,

Deseription of duties in pressand padtion.

Marner of performance «f dusiss in presant pesition.
Tiﬁla of pesition to wudch promsion is recormandad.

Capacity of subjest i{ndividual e ~rfors the duties. of the pesityn ¢
the level of the grade recormonisd. v S

Yrouwth petential of tm?sjﬁ:ct. indivicval within Om and CIA.
Training and experience cueiifi:siicas o subjact individual.
Other relevanl facts for evelumiing this rerormendation.
Prosent T,fﬁ),pmimon tunbeyr of subisat individual.

T/0 position nusber erd grece for vBidh subject individuzl &8 recoines dw ),

Bignataie Trd Mels of Tl or TS 160 Phles

Approved:

Deputy Uirector of Tesinire {lessrais

Disapproved:

5 :"-»2&".“’-}““4”\: WP T e BT,
PEImInG (i@ ral )

ALCTRISEL

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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SeBeGell-iio],
Securdty Informatian

OFFICE OF TRAINING

NOTICE
10, 1=53 13 dnauary 1953

SUBJICTs Personnol Assignoent

Effective 6 January 1953, in addition to his duties as Chief,

Training nmlopmnt'smff, TR(S), i, | | is horoby 25X1A9a
oppainted Aetdng Chiof, Advanced Troining Division, TR(S), vice
‘ , 4 25X1A9a
Hre | | vho romains Assistant Deputy Dirccter of
Training (Spoeial),
25X1A

v HATTHE! DAIRD
Dircctor of Trodining

Distribution: ALl OTR Diwvision and Steff Chiofs
TH(S) Bransh Chiefs

SefirCafal-T

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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| Becurity Informaticn

Approved For Release.

WOTICE -
KO, 2+53 _ 25 Jannary 1953

SUBJECT: Personnel. Assignment

25X1A%9a

R EfZoctivo i Januavy 1953, lr. | | ia appéinted Acting

: 25X1A9
Chief, Air Training Branch, vice | _ | )

25X1A

" MATTHEW BATHED
Director of Tsalning

Disteibations Al Steff, Diviclon and Branch Chiefs

SEEEEE

v .
Rt 2] S n TN el poinies T oomoesn N

" Approved For Refease 2002/05/02 : CIA-RDP56-00403A000100040014-0
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GONIDITIAL

Sy UFermaiden

OFFICE OF TRAJMING

ﬁlg&ﬁﬁ ' i, Pebruary 1953

SUBJECT: innounsameat of ippodatnent
RESCIND: OF2 Hatigo 253, éated 26 Janmexry 1553

‘ sunoe  25X1A0a
PfPeesive 1L Jonwary 3933 L | EX eg;pm,.,*
‘ ’ 25X1A9a
Shief, Ay Traioing Brwmel, vice I |
25X1A

SMATTHAW BATED
Direntor of Trelming

s 5 L ., P
Distributions A% Stadl, Divelon sad Erench Chiels

(oMY JOEAEIAL

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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85 SAR DT
Sermrt b 7 ieyrmation

FX 07 TRAINING

NOTCE . o
B0, =53 & Vebraary o991

SUBJECT: Aancwmwansnt o sppoiatasnt

Effeativo 2 Fabruary 1953, M, | |:&s_ appuinted 25X1A%

Daputy Director of Treining: (Specied}, vice Mr.

25X1A%9a

25X1A

BEAAb: Lkl
Dirachor of Syadnirs

Distribution: All Steff, Divislon end Brensh Chiefs

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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sacurity Informstion

tFFICE OF TRAINING

NOTICE

NO. %-§% X Pebruary 1953

SUBJECT: Arnouncsment of ‘Appointment

Effectios 9 Fabrumry 1953, | | 1s

*ppoinied Chisf Assessmerr. and Evaluation Staff, OTR, wiae

25X1A9a  Mr. | | Avsing.

A

MATTHEW BAIRD
Dimwetor of Training

Distiributions ALl OTR Persomnmel

GONE DIBITAL

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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d ,Q}uorzcm L o S S
N0 653 m(s) T R AR
/,";‘.SUBJJ:T: Procodure' lAzmoumemnt of 'm(s) szrses L R

T 19 _ Al eonrao qfteringu vdthin 'm(s) will. be prepared by
. the appropriate chief instructor and will contain ixu‘ox-mtim
: as listed in paragraph ‘two below, The preparatim of the course
' announcement will be timed so that it can be cleared thmugh the
. 'Division Chief, the Ghief, -Plans and Programs Staff, and the Rege
istrar, OTR, for signature by Deputy Director of Treining (Spece .
- 1al), to insure release at least three weaks prior to. the begina C
ning data of .the cqu;'mo o :

‘ ‘2, AL course annotmcements will include- begmning and
ending dates; location; reporting instructions to students; sen~
wity clearance required; prerequisites, if applicable; admini&w

©oo.. . - tretive channels for submitting training requests; clesing date
pou To 7 Por sdmiseion to the eourse; an estimated, or tentatively sched-
Cou oo T 7 uled, date for the naxt offering of the courss, For training to
~ . be conducted at a site outside the Washington area, the announce-
ment will esteblish a realistic closing date for registration and
will include any necassary informetien for student briefing or -
processing which may be required pr:n.or to the effective date of’

reporting

3, The Chiex, Plans and Programs Staff, will be raspmsibla
for insuring adherenss to the abova proviaimo

L, Ses samplo attaaheda

25X1A%9a-.

~ Deputy DirSctor of Training (Special)
Attachnont = 1 o |

Dist.mbutimz
Ve Staff, Divialon and Branoh Chiefs;
P Ghief Instructors = 'E(S) \,
S w-z SRNT S |

58
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Mﬂllhginm?ﬂarchaaﬂﬂldmm@ﬁlo

_ﬁIt \dll be glven at a glassified sits outaide the Viashington area,

-

btcdents a:m.’ xeﬁrtytbtha,ute ca Snnda,y, 8 Hmho ,, _
24 “atteation is galled to ‘the fact that the divislon of OC studeats
:Lnto two categories is being abolished, Fop 0C 42 and for future claasea
thare vd.ll be no a-ov?: B; alJ. st.udcatc vdll‘hm equa.!. statuao B

~ 30 Previously doacribod preroquicitea x'emin in effect.o Swdenta
.must have TOP SECRET clearance, They should impsdiately be cautioned )

agains to unauthorized persons: (a) the locality in vhich '
t&wyvdll (b thetnnmumfortheirabmtmmﬁasmngtcno

; Tra.ining requesta tor all students atwuld be sent. thmngh
adminiatmtiu channels as outlined in[ | ‘Eorellment will be
“oleeed by the Ragiatrar, OIR, at 5100 p.m. on Thursday, 19 February.
Facil.itiea rar womsn are nm.tad; a fou w:lll be enmlbd on a prj.ority

\ Y

S50  UWhen the Nlls are c].nsod, etudenta vd.l.l be providud with printed
~ instructions which they must read, sign, and retum %o the Registrar, OIR,

Iﬁm h March, Accepted students must report to the Auditerium, Bullding

at 9800 a.m, on tkdnosday, ls darch, for briefing and proceauing
6o @erat.ions coursa 1.3 is soheduled to bsgin on 27 Apr:llo

25X1A9%a

 Deputy Direoter of Training (Spocdal)

Approved For Rele‘iise 2002/05/02 : CIA-RDP56-00403A000100040014-0
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CURF FQANE.

Searity information

-
OSFICE OF ‘TRAYNING
JTICK h
?K?l‘lw‘)} 2 March 1953
SUBJECT: Relocation of Zegmants of COTR
The folilowing segments of JTR beve mntigm;mmmo The liating
indicates new location of the Chief of the aotivity:s
) 1PV Y ROGYH BUAEING
Advsnced Training Diviaion 108=9
Alr Training Branch 203 25X1A
25X1A8a 16, A7
Maritine Treining EBwench AR
Trainisg Afde Branch 212 - R&s
25X1A
MATTHEN RAIED
Director of Training
pletributions ALl TR(S) Persomomi o _
411 Siaff, Division, snd Branch Chiefs, Th{4)
A1} Support Steff Ferasounsi
N’

AR RN AAL

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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WaZHIGTD
Sag irdey Information

OFF JCE JF TRAINING

HOTICR 17 durch 1953
HO, 8=3%3

SUBJHECT: Uaenand 1952 innual Leeve

1. Referapse is made %o CXA Netice [ | whieh
autiines the legielstive restrictions placed oa Lhe
aseunulation of annus) lsavs, GCpecifically, this notice
and the legialation to whien it pertains, atatﬁ_»a" that
all annoal leave earnad durins calendar year 195¢ must
ne used before the clese of bux.ness an 30 June 1953.

2, In viewv of thie restrictioca, supervisors should
anike every offort to eaubie thair perscansl to use such
annual lages thet might cilervise be forfeited before
30 dune 1953,

T
Direstor of Traiadog

nistedbutieon: ALl OFR Pepsnnel

ey

¥
irg
e 2
e
ks

i
[

i

i
it
¥
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RUDTRICTED

Securiby Informaticn

FFICE OF TRAINING

NOTICE _ 51 Hareh 1952
NOs 9=53

¥

SUBJECT: Reassignment of Parldng Pemuits

RECISION: OTR Notiee Noo 18-52, dated 29 Seplember 1952

1., Effective 13 fpril 1957, a reallecation of OTR paridag spuces

will be made and all existing assignments canceled as of that date. N
permits will be issued on that datao ,

2., Assignuente vill be mase on the some wasis as heretofore. Ir.ority
assignments will be nade for official wehiclses and private cars used fov
official business, and the remaining spaces will be allocabed to ecar po
on the basis of the nunber of OTR persons who parbicipate in the pnol &
regular basis,. ‘

3. The attached form should be conpleted by each person requestia

parking space and delivered to Lhe Chief, 25X1A
later than 6 April 1953, Requests for permits for oilicial veillelss ¢ '
private cars used for ofiicial business must bear the endorsement of the
Division Chief conserned.

h 25X1A

MATTILA  BALRD
- Director of Training

Attachment

Bistribubions AL OB Personncl

* Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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- S | COPIDENTIAL
. O | : ‘ Sesurity Information
.TO; ' enter[ : | om 25X1A
- TROM; |

SUBJWTs  Request for Parldng Permit
REFERENCE:; OTR Hotice Noo 9=53 of 31 March 1953
) 1. It is requested that I be allotited one paﬁcing-spa.w on the
basis of the following information: :
ALL DRIVERS: (Non~OTR to be preceded by on asterisk)

Telo ILicense No. Maiee of :
Name . el & State Gar lndel fear

._R}I}UI.A{L OIf RIDERS: (Indicate number of days per week)

AT, ) ’ - e Y ",
Newne : Teleshone dxbension

1 certify that the foregoing is correct information,

~ (Signature)

JUSTIFICATION: (Uss only for official vehiele or privote cor used for
of fivdal businoss)

Uivieion Chlef Concerned

CONFICENTLAL

~ .

~ Approved For Reléase 2002/05/02 : CIA-RDP56-00403A000100040014-0
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| CPH-Fl-DHRHT =LA,
r Security Infermstion

 OFFICE OF TRATNING .

NOTICE | - -
B0, 10~53 S : 9 Agril 1953

SUBJECT:  Aumoumcement of Appeintment

Effective 13 April 1953, Mr. is appedntedoX1A92

bBepnity Director of Training (Sﬁ@@ﬂ&?l% :

" 25X1A

MATTHEM BATRD
Director of Training

- Disteibutions ALl OFR-Peresumel

'Approved For Reféas
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[
Srfrlovidemimd
’ Security Iafornation
| ' ’

WFrluk OF TRAINIHG

NCTICE 20 Aoril 1954
NG, 13-53

SUBJECT: Career Designations

1. At its March neeting, V:he CIA Career Service Board consideiw:
the problem of specifically identifying each career employee with that
component of the Agency responsible for his career planning.

2o, The CIA Board voncluded thet career planning should be de-
veloped in relation to mmjor ar:as cf opsrational and suppori responsie
bility within the Agency and has identified twenty-one corponentis which
offer capeer opportunity for professicnal specialization, These com=
ponents, together with corresponding Career Designation code, are set:
forth on the attached list,

3. Effective nct later than } May 1953, the Assistant Director
for Personnel vill assign a career deusignation to each new career
enployee as he enters on duty. In:addition, the AD/P will officially
record the Career Desipgnations of all caresr employees or duby as. of
a date to be determincd, end hes been made responsible to insure that
each career employee is informed of his current Career Uesignation.,

L, The Agency Curver Service Board has decided as « matter of
policy thats

a, JIn making the iniiial Carecer Designation; an individual
shall be assijazd Lo his odrasent COffice Career Service Board
if he expresses o desire to continue under its jurdsdiction und
is acceptable to his Office Boardj and

bo A requesh for change -in Ceresr Uesignation way be dnitiaved
by any carcer employee and shall, ve forwarded by his Career Service
Board, with conuust, bhrough.the fssistant Director for Perconnel,
to the appropriate Career Service Board for its consideraticn.

FERRER o WOR, |
B e Lo Y

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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oLy v om
NERTHATTRY 0 S e |
P A A U e Y

it

50 Since promulration of vhs Career Service Programn in June
1952, the Office of Training Cereer Service Board has considerad s+«
primary objective to be carcer slanping for progressive duvelopment
of all permanent members of the st.¥f of O, Towsrd Lhat, objeelive,
there now are being compiled » for approval of the CIR/CSB, career
vevelopment programs for indiviiual members of the OTR stuff., These
prograns incorporate the self-analyeis and aspiraticns of individuals
anc. the considered jwirment of supervisors and reviewing officers os
refiected in the Personnel svaluatibn Reports and must be so schedilsc
as nct to confliet with operating responsibilities of OTH. I beliuws
that our contribution toward secomplishment of the total igency mission
iz a significant one, =nc¢ I am certein that for most of ue s OTR offewrs
real opportunity for & propress’ve carzer in bhe Agency.,

Go A Career Demignstion is prineipally an administretive dev: o
to assure that each carser employee: i3 ander the active cognizance of
one of the Office Career Service Rodrds, It aay be chanied from tine
o time in responce to request of as individual or the needs of ithe
service, Sone of you way desire tras planning your carser become ‘he
responsibility of another of the organizetional components on the
attached Ust, If so, your aemorandum request for change ia Career
Lesignation should be forwarded through rnormal, channels; vith comme~z
to the CJ!'I'R/CSBj Hoom 1024 Eye Building., Your current Careep Designat
wiill be recorded initially as "CD-TR" unless - request for change i:
Lareer Designation has been received by rot loter than 15 day 1953,

© o WATTHES BAIRD
Ulrector of Training

Hatr batdan: ALL oMt rarsounal

&ttachments

b b ]
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CALERS D58 WGNATION
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CD
Coh
CD

£
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Gl
S1
00
A

P
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-
d fui_a

s
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£
4
QR

Sl B

i

SR - OO

Dty wloeoi o B T
vecuritr Information

SARVER DAESICGNATICHS IH ClA

ORGANIZATIONAL COMPUNENT

Deputy Director (Plans)

Foreiga Intelligence Staff

Politieal and Psychological. varfare staff
Purard sary Operations Stuff

Tochrieal Services Staff

Uf'fice of Hational Esitimates

Oifice of Collection and Dissemination
Office of lesearch and Heports

Office of Current Intelligcnce

Orfice of beientific Intelligence

Of fice of Operations

Deputy Dircetor (Administration)
Percoanel Office

Oifice of Camplroller

General Gounssel

Procuranwent and Supply Office
Office of Ceneral Services
kedical Office

Irgpoetion and Security Officze

Oifice of Training

. Uffies of Communications

FRTINE JON £ ]
el S s 4

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0



25X1A9%9a

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0

SOE IDINTTAL
Security Information

OFFICE CF TRAINING

NOTICE ‘ 21 May 1953
NO. 14~53

SUBJECT: Announcement of Appointment

25X1A9a
Effective 18 May 1953, Mr., | | is 25X1A9a
appointed Chief, Maritime Training Branch vice| |
1]
25X1A
— MATTHEW BRIND

Director of Training

Distribution: All OTR Psrsennel
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SmEmGrBimT

veen wew M

Security Information

\GFFICE OF TRAINING

NOTICE 18 Mey 1953
NOo 15”"53 ’

SUBJIXT: Returnee Debriefings

1. To enable TR(S) to utilize the knowledge and experience of
personnel who return from the field, the Training Development Staff
attempts to debrief as many returnees &s pessible., The information
thus obtained iz processed for the use of TR(S) personnel.

2 It often happens that TR(S) ie unable to determine accurately
which returnees are most valuable for dsbriefing from a training view
point, or that notification of their return does not reach TL(S) in
sufficient time to allow for appropriate action, especially 3if the
individual is due to return to the field shortly,

3o TR(S) staff members, therei'ore, whc have personal knowledge
of the return or expected return of persons considered to be desirsble
candidates for debriefing, are asked to forward thet information to

Mavo | Reom 1A, Buildi 3o that action may be taken, 25X1A
In this way, TR(S) may be able to debrief meny individuals who might
otherwize not be contacted,

25X1A%a

Deputy Direclior of Trainiidy (Special)

Distribution:
All. Staff, Division and Branch
Chiefs, TR(S)

S~E-C-R~Z-T

Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0
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b ' CORPLNEETYAL,
: Secur{ty in’oreation

KOTICR 26 June 1953
ROo 16’53

SUBJECT: Apncuncepent of Apyoiniment

Effective 15 Jupe 1953, Mr. | | 18

appointed Chief, lsagusge 'Praining Division, Office
of Training, in addition to hio pwesent duties, vice

25X1A%a Mr. | |

MATTHEW BAIRD
Director of Trainiag

Distributism: ALl OTR Peruompel
" Traiaing Linlscn Cfficers

CORTIOENTIAL

.
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CORFURSTIAL
Bewurity Ie%’ommxa

OFFICE CF IRAINING

NOTICE ' 26 June 19%3
BO. 17-53

SURSECT: Director of Trajaing - Termination of
Active #¥iidiary Guty

Insexmich as the Director of Pralaing revertod
to inaciive military siatus efective 28 Jume 1953,
he requests that his militawry title nc longer bte usei.

25X1A%9a

[

Adsinistrative Officey, OR

Distribution: AlL UPR Personnel
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B RI0E:
S&muﬁhy Ixémg niien

FFICE (F TRANING

NOTICE 8 Jutly 1953
N0, 18-53 |
SUBJECT s Utildzotion of Adxindsteatdve jupplics and SquAROROL

REFIREIGEs CIA Netdoe | | dated 20 Aprdl 955

v orenged. : ¢ fortalne
' notice dirsctad tho Lagietion Offieo Yo undery
a pro;mmng fezﬁncma wtidizatdon of ‘admindstrativo supplics aod oquip~

L]

2, At tho requost of the Ghiof \mﬁsﬁca Qffdsa, the fallouing
inforotion is disserinnted to ail o pormal%

" ovod that evorpueo in the Agengy 2an conbribube
tﬁ‘gﬁ hé%ipweé}%;ewgmhmm of tie Aﬂrﬁ@a*&gmﬁgxﬂm -
objectivo for croator owoey 2 uffieiw.y‘ in ;:;iw Giowerninnt,
by joint and Andividuol prectico of auppw dimii’f?;"“f ,azaw
reloted to abovo mubjogt. A Frogron s bo;i.n;g_ indsda
roduce the cost of office auppllise ond cquipmmﬁ”gw P“”’:;”j;f
wlthout handieoprdng o any vy the produgtive @&(ﬁmﬁmgs:ﬁ
progran ¢an supaoed only 4T a3l personnol are CRBRTLS iy
believe in ond pracidec tho prissiples broucht to thcir
attontlon. .

-0uld be xpat, thoushb of oLl
$Cost Conociononssa? should bo the upparest l.hfm:,h ~_
arployoos in utilizaticn of smpplics undfor cquipaante

aniat.tﬁtivu supplies are for your u@wio in the parforenes -
of your dutios,

VRIS g, and p3e
Whon dravding supplios, agk £ eoly Budk YOO DSk 139
whak you arc ispued. [0 pet ioord supRldeds

: rries chogls to rolwm excoss supplios apd oquips=
mfiaﬁggi:mng% \d1ll ha conductod in ?.,m; “‘“E{iﬁ"‘ﬁ"f
by your Adtnistrutive Creicemn, dn @m,jmsw,m,vs“iim . ;ﬂ o
Supply personaml. ALl eoployass arc requested W SoUPOral
fully with personnel aseigped to this function.
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o5
P
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oy
TR

Visate and mxtraracaneo in o ctildzetion of Supplies and
Equipment affosta all of us ce taxpayers, thorefora, we
should ba just ng peoacsiend in this motier, oz we are in
the mopagesent of our indivisucl nouseholds.®

25X1A

' LATTIGAT DAIRL
Director of Tredalng

Distietbution: ALl OB Faraenael
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Seowity '.fr ermatica
OFFICE OF TRAINIHG

BOTICE | 8 July 195%
K, 19-53

SUBJECYs Appointmert of Seeurity Officer, UTR
RECISION: OTR Notice Fe, 3-52, dated 15 April 1952

1, ¥ |18 appointad Security Officer for the
Of#igs of Training,
2. Mr,J]__has heen mado cvpilabie %o OTR by the Directos

of Seourity to handle all secusity matisrs for thte Office, In
nis aboenoe, socurlty motters will te m‘-mm 2o the Adndnieteatine
Offieer, OIR,

MATTHEY BAIRD
Pircoter of Tralning
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OFFICE OF TRAINING

NOTICE ' 4 bugust 1953
RO, 20-53 :

SUBJECT:  Vital Materlals Program
25X1A REFERENCE: CIA Regulation| | 14 July 1951

1. GENERAL

The referenced régulation established a Vital Materials Progran
within CIA, Documents, books, paperd, maps, ete,, that are considerad
vital are to be identified and transferred to a repository for safe-

: keeping, To dats, a neglizivle emount of material has been placed in

E the repository by the Offise of Tralding, Immedlate setion must be

| taken to carry out OTR?s pesponsibilities under the program, Within
OTR, the program will be ddministered by sn Area Records Officer,
Pending the selection of the Ares Regords Officer znd the completion of
a study es to the hest method of screening materials now in OIR files,
the Vital Materials Pregram will be placed into effect under the

. Aduinistrative Officer, OIR, inscfar as it relates to materials originated

or received on or efter 1 August 1953,

2, NIIAL MATERIALS

Vital naterials ere defined as those specific items in the
possession of CIA which are essentisl to the Agency on a centinuing
basis and which, in the event of destruction, would constitute a serious
or irreplaceable loss.

3. RESPONSIBILITIFS

‘a, The Deputy Directors, OTR, and Staff and Division Chiefs,
OTR, are responsible for establishing eriteria for identifying vital
materials within their units and establlshing procedures for transmitting
such materials to the Administrative Officer, OTR, for depoalt,

b, The Adminisptyrative Officer, OTR, wills

(1) Assist and advise Staff and Division Chicfs, OIR,
in the identification of vital materials,

(2) Transmit all vital meterisls to the CIA Records Officer
for movement to the repository,
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(3) Maintain necessary records of OTR materials placed
in the repository.

(4) Arrange for repmdﬁctioh of material as required,
4. PROCEDURE - |
Effective 11 August 1953, & copy of all vital materials will
be forwarded to the Administrative OFficer, OTR, by 5300 p.m, on
Tuesday of each week, FEach item for deposit as well as the retained
f1le copy will be stamped "Vital Material™ and one of the following
statements will be written beneath the stamps
| (1) Hold far months and destroy.,
(2) Indefinite retention (write "IR"),
it ' (3) Hold for monfhhs and return,

i {4) Hold for future suﬁbstitution@

25X1A

' | MATTHEW BAIRD
Director of Training
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